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Flow Chart - Quarterly Inventory Update Process

AGS Form 17-A, Detail Inventory of Property Processing

USER SUBMIT AD',\’,"IE,':LR ONE COPY ICSD } Updates the
COPIES OF DIVISION —] [IMO 1 Keypunch —1¥| Master Inventory
AGS17A FISCAL AUDITS T
OFFICE ransactions File Records

MDB Report 012, Inventory Transaction Register Processing

Fesssscssscsne emssssssesases 8%  messusss000000000100000000000000005 "l
g USER it : :
: Reconcile the MDB 012 & I R . i * . Creates the :
H with the AGS17-A e e ; : ¢ Inventory Transaction Register 2
transactlons E enses : DEPT  : _ ... : MDB Report 012 printout.

s §7°%07E 1 ADMINOR ¢ £7°TTTTTE g :

: Idéntlfy Transactlons that *—’_ Dlg': i« FISCAL i~ MO -' Llstlng all transactiohs submitted :
wafé‘?e]ecfeu or-posted wlth : E ""'"- s = Ol?FlCE : g. _______ : s . onthe :

: _ errors. E ° : 2coples 3 : AGS 17-A by the User. .
L3 B ;nn-in-n-n-nnn: E _'
S Submitthe AGS17:A with } 2 Identifies the computer refected &
s the Transactions to correct E ¢ transactions in the "Error Code™ E
i therejectsorposting ¢ : colgagnn :

| errors.
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H‘W S‘[l'l"EPIJ!UI: UBRARY’”!TEH
computer will sort the plwiws year lmwmﬁlbﬂ

MDB 020 — Annual Inventory Rg.prt of Prgp_ertv

STATE OF HﬂWAII - R‘Jﬂ DJM'E WMI'DS PAGE

Inventory Report of Property

DESCRIPTION ACQUIRED ORIGINAL D VALUE OF

TAG OR

8
™

o ; TZRIT. S e
001 1 COMPUTER SOFTWARE OMNI PAGE 386/25M %5 5
001 1 MACHINE XEROX 2485Z]  Itém removed last fiscal year _| 1 7

copyY s2] calyeer 1> 475035  EQ000825
011 COPY MACHINE XEROX M08 asterisk In Maint. Control No. | 050.50 E0001000

Lo .. |colimn 8 value i remaved column
0 1 1 TELEVISION SONY 24N SN 134T W5 s eonogere
i ; caNsNIMS o .5.-5_:_ m.so s E0D01002
IR D aest3:z ¢ 4rs03se
0 11 COMPUTER SOFTWARE EXCEL2000 5 50125
2728557 * 475035
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Invoice — Source Documents- AGS Form 17A

COMPUTER COMPANY Invoice a-19971

123 Hawali St.

Honolulu, Hawaii 96874 Phone: 831-6756 Fax: 8316786 P“]‘chase of a personal computer,
Customer Data: 7/10/03 a _wau .
Nare~ Hawall State Public Ubrary System _[| Po.no: 7258 Acquisition value includes
Address 1250 Punchbowt St. Room 107 Ordersd by: Bob Smith »
cy Honoluu sSate HI_Zip 06788 || Delierto: Admin purchase price and a“
Gy ] Bessripion e Tora_]| expenditures: $2,221.44
1 |1BM PC350 2.5GB 32MB S/N1234 156300 15300 || Do not including the trade-in
1 [Pl bl U kot MCL 13 0N 28 yado yiai0 credit: $ 100.00
1 MONITOR IBM PC350 #3245 410.00 410.00
Shipping and Handl| 25.00 25.00 sye .

PriTo anaanding Addition to your inventory
because it meets the $ 1000
inventory reporting threshold.

Received By: Robert Smith ASSigII decal !llllllber - E0001101u

Date: 7/11/2003
"";‘"“ga‘;" St 2% Add transaction on your AGS
K
: Purchase Order Tradedn s 2% Form 17A.
TOTAL | $ 2,121.44 I
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AGS Form 17A - Inventory Transactions
Used to update your computerized inventory records. Submit anytime during the quarter.

STATE OF HAWAI oarewes AUGUSE 19, 2003
DEPT. OF ACCOUNTING & GENERAL SERVICES
Equipment DETAIL INVENTORY OF PROPERTY September 30,2003 PAGE_1 OF 1 _
Classification of Property AGS FORM 17-A Quanter Ended
HAWAI} STATE PUBLIC R mn " [ ==
» Q AND ACQUIRED t FROM INVENTORY DECAL
LIBRARY SYSTEM Bob Smith Jane Doe lfrequiredbyyour | .| suceanve | ¢ | ouworscn
Admin Office - Oahu Supervisor organization o| wervemer o vEAR Y [y—
b g | ORocoe " DESCRPTION OF PROPERTY | Vean | 2 [Tansten 2 [
c N : g START WITH A NOUN INCLUDE IF APPLICABLE 3 {Phy lnv Ad|-Gains 3 Phyth}thu
clole]oli]s[uls]ame o | (o s 13( 2] § [morommecsn| { o gypions
P AN B I B B I NUMBER Limited To 39 Characters includng Blank Sosces s § |Accounting Adi-Gainy 6 [Accounting AdH-Losses
elelT v T FontSize 11 0r 12 To 7 |[Location Change-Galns | 7 |Location Chge-Losses
E M 8 [PriceChng AdHincrC3 | 8 |Price Chp AdDecr C3
1 2 4| 5| 6| 7)]8|5] 1012 1318 20 428 2-67 sg69| 70| N T2 3 72392 u9
Purchases Adding the computer
A3 303 0114|001 3000061
'-e“__ -E-m S R
dd code(1)lndlcate the type of actlon requesbd -
&Em@ L
@%ﬁ@guﬂ% B L e 3 D R R
REC—ord Code ( Columnz-one digit) f=¥ Properly Code(Col 9-one dlglt) The computer matches this field.

= Identifies ORG or Location Header Title o 1=Land & Improvements; 2 = Buiidings & Improvements;
B 3 = Motorized Vehicles; 4= Equlpment § = Controlled ftems;

6 = Weapons; 7 = Works of Art;

-

= Infrastructure

ORG Code - (Columns 5 to 7 - five digits) The computer o E 4 Location Code (Columns 10-12- Limited to 3 dlglts )
use these flelds to Identity your Inventory account. ; E The computer use this field to id the physical location of the property.
May be found on your Inventory printout. = | Assigned by your organization - do not use alphabets.

Assigned by inventory Mgmt Office. =

imﬁﬁﬂmﬁ-ﬂmjm:ﬁiﬂ" R e T 28 ) -
Maintenance Control Number ( MCN ) ( Columns 13-18- seven dIgIts ) lnventory Sys User Manual Page 9-6
* A unique number assigned annually to each inventory item within your Department Code.

The computer use this number to identify the property.

The same MC N cannot be used on more than one transaction quarterly - the second transaction will be rejected.
MCN changes each fiscal year In August, with the processing of the Annual Inventory Report of Property

MDB Report 020. The computer will resort the description field in its proper alpha & numerical sequence &
assign new numbers to each active record by 10 series.

 Should you need more control numbers call Inventory Management Office.

-

ASSIGNING MAINTENANCE CONTROL NUMBER( MCN )
| When adding an item ( OP Code A ) to your inventory listing, a new MCN must be assigned to the item.
11 » Using your current printout, assign the control number within the correct ORG and LOC Code.
—+1 + The computer assigns the control number in series of 10. Use the in-hetween numbers, as much as possible, assigned the
{{ number within the aiphabetic noun description of similar items.
41 » Example: Toadd thecomputer: Assign MCN 3000061

e ,
MDB REPORT 020 STATE OF HAWAI -
ANNUAL INVENTORY REPORT OF PROPERTY %
HAWAI STATE PUBLIC LIBRARY SYSTEM PERIOD ENDING 067 30703 B
D ©»b ® 1 F P MAINT DESCRIPTION "
E H / 8 N R LOC CONTROL 1TeEm | arvy OoF o
P v D L D © NO CLASS PROPERTY
30 3 [+ ] 1 1 4 001 3000050 3239 1 BOOKCASE BEIGE 6 ADJ SH 36X17X78
30 3 [+ ] 1 1 a4 001 300008% 1 COMPUTER IBM PC300 #3354
30 3 o 1 1 4 001 3000070 3376 1 COMPUTER PRINTER HP LZRJT & #3246
3 0 4 1 4 3000080 3373 414 COMPUTER SOFTWARE OMNI PAGE 386
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AGS Form 17A - Inventory Transactions
Used to update your computerized inventory records. Submit anytime during the quarter.

STATE OF HAWAII Date Prepared August 19, 2003
& GENERAL SERVICES
Equipment DETAIL INVENTORY OF PROPERTY September 30,2003 PAGE__1_OF 1_
Classification of Propesty AGS FORM 17-A Quarter Ended
[PRovenTy cutTooax PREPARED 87: Trmcsis eon A | CARRYING VALUE | D VALUE OF ITEMB
IFULL NAME & PHONE L] OF ITEMS ON HAND ] REMOVED
o a AND ACQUIRED 8 FROM INVENTORY DECAL
ZABmYS 'Is'Ast'ETEP;BLIC Bob s"‘mh Jane Doe If required by your ¢| smeemnvit | p | ovmmonsca
Admin Office - Oahu Supervisor organization o| wervemsr | c veansv umeER
° P ORG CODE 4 DESCRIPTION OF PROPERTY ng;mm 3 [Pt 3 [

c s F|loO STAAT WITH A NOUN INCLUDE (F APPLICABLE 3 |Phy v Ad}-Gains 3 |Phy v Adj-Losses
Sle|Bfofr]i|n]e|ehef chimon | ¥ | o s BB S IR e
plole \|1 "’ : DR NUMBER Limited To 39 Characters Inchudng Biank Soaces s 1| »| 6 |Accounting Adj-Gains § |Accounting AdFLosses,
JHMNEUNNL — i A F e e
1 2 345 6)7|8]9]| 1092 1319 > E ] .61 | n R o8 JTH! 8481

Purchas Addlngthe computer
A|3130{3|0 (1|14 (001]| 3000061 |3375 | 1 (COMPUTER IBM PC350 #123 W/MON/KB 03| |5 2,221.44 E0001101
ITEM CLASS (Cols 20-23 tour diglts) Enter the appllcable class code reter to Page 9-11 to 9-14 Inventory
System User Manual.
Information Technology Equipment & Software
Micro ( PC ), Mini Computers & Related Accessories - 3375 - Page 9-14

grouped in Property Code 5

DESCRIPTION ( Cols 29-67 Limited to 39 spaces inciuding blanks ) Start the descrlptlonwith a noun and if applrcable slze, .
color, manufacture, model, serial number, tax map key number, executive order number and other information to identify the

item.

FISCAL YEAR ( Cols 68- 69 leited to 2 dlgits ) Enter the last two dlgits ot the ﬂscal yur
(June 30 to July 1) in which the item was received by the State.
APP (Col 70) Enter an asterisk ( *) if the reported fiscal year in columns 68-59 s an approximate year.

TS BATTS ST 30 ST IO e T MO E e T

ACQUISITION CODE (Col 71) Denote the basls which the item is being ADDED or reason for CHANGING the
fields of a recorded item. Acquisition codes to be used with OP Code: A : ADD

| CODE - DESCRIPTION

= - Donations: Free receipts form non-state organization or individuals.
- Transfer-in: Receipts for another state agency.
- Physieal Inv Adj - Gains: Gains from inventory overage.
- Prop Code Change-Galns: Gains from property code change.
- Purchases: Purchase of property.
- Accounting Adj-Gains: Gains from posting errors or change to ORG Code, PROPERTY Code & Assembly

or Disassembly of a line item.

- Location Change-Galns: Gains from another iocation in the same ORG.

CARRYING VALUE (Cols 72:82-11 dlglts) Baslcally, the carrylng vaiue includes acqulsitton cost and ali other
cost incurred to piace the item in its intended location and condition for use. Do not inciude trade-in credit.
Refer to Page 6-1, inventory System User Manual

A = 2 o ~n » o - (O Ty oy m‘,‘l}“
DECAL NUMBER ( Cols 84-91- 8 spaces) Enter the property ldentlﬂcation control or decal number assigned to the item by your
agency’s responsibie person. Controlied items do not require decal numbers, however some type of identification wiii help

B during the physical inventory process. Refer Pg 3-6, Inventory Sys User Manual
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Transfer of Property AGS Form 18 — Source Doc — AGS 17A

STATE OF HAWAIlt

Used to transfer property to another

AGS Fom 18 (Rav.45%) TRANSFER OF PROPERTY FPAGE 1 OF
INTRA AND INTER DEPARTMENTAL state agency.
T KO.: 04-1 DATE 8/12/03
isigns transfer dooument number 3 .
T Losing Property Custodian:
B W, | e « Initiates document-Assign transfer doc.
il Bl no: fiscal year — doc (e.g. 04-1, 04-
! cortify that il property isted hersunder has been 1 acknowledge receipt of & assume accountability . N
transiemad t the Property Custocian shown n for afl property isted herounder. 2,etc.); insert Page no. & Date.
n the adjoining box.
R e v | e s |+ Complete losing sections & cols 1 to 7.
Robert Smith, Pi Custodian Ron Omura, Supervisor . i 3 ini 2
i fon Omurs, Superaot e Fill in name of gaining agency
ol @ 1o ] ol 1o lmlol o) * Property custodian sign & date.
S fooma | T L) o | Tm | | W (=2l o Ensure signed by pickup person.
+ Distribution: original & 2 copies to
001 [ 3000038 1 [VEHICLE OLDS WGN 99 113,833.00 | SH6927 | 014 | 3110 | SHE927

gaining property custodian.
1 copy for your suspense file.
Property information from your
current inventory printout * Follow-up to ensure completed by
gaining property custodian before
removal from your inventory record.

[/G3AJ85MIR398320

Gaining Property Custodian:

TOTAL | 1 { TOTAL [13,833.00 P .
THE ABOVE PROPERTIES WERE INSPECTED & RECEIVED BY: DATE: 842103 ¢ Complete galnlng sec?lons & COIS 8 t010°
Al Chang Alfred Chang a31.6756  Property Custodian sign and date.
T - TSN * Distribute original to IMO & 1 copy to
O Copr - Tooaig iin o Spers_ Oo gt S - T Loung o losing custodian
W il qumm'-mﬂ wmm FwL;h"ﬁ Custodian's Fis. g . .
|Losmo CUSTODIAN MUST FOLLOW-UP INSURING DOCUMENT (8 COMPLETED BEFORE REMOVAL FROM LISTING. I a Add to ]nventory records.
Quarterly Inventory Update Process Part 2 6
FISCAL | 1 Pemstions 1 Pywesl Olspocaln
ORG CODE DESCRIPTION OF PROPERTY YeAR 2 fronetersin 2 Frantors-Out
" : START WITH A NOUN INCLUDE IF APPLICABLE 3 Py v Adj-Gaine 3 [Proiov AdiLosses  fies
A Ele e sanr mew | ary MAKE / MODEL / SERIAL NUMBER ) L 2] a [ & Pron code Change Gaine| 4 [ron Gode caee DECAL
§ E E ! Z i’ 3 ] Limited o 39 Characters includng Blank Spaces 50| P| 0 Pansontng Acuina | 6 :-—;:ﬁ-m
Trlelt Font Size 11 or 12 To| | 7 [osstion Che
§ [Pries Ching Adiner C3 8 [Prica Chg Adj-Decr G
5 : Use your current printout to fill-in the fields.
X = REMOVAL TRANSACTIONS Use the Maint Control No. that identifies the record
Transfer-out
VEHICLE OLDS IG3AJ85M9R6398329 TD04-1 |94 13,833.00SH6927

:

gg‘ﬂ[m DISPOSAL CODE (Col 84) Explalns the reason the ltem Is belng removed
=11 The following are Disposal Codes for OP Code: “ X “ Removal.
“|CODE - DESCRIPTION
8 1 - Physlcal Disposal by Trade-in, Sale, Donatlon, Discard, & Surpius Prop Office, etc.
—~ ( Require Approved Disposal Application No. )
;E 2 - Transfer to another State agency { Require Completed Transfer Doc. No. ).
3 - Physical Inv Adj - Losses: Missing, theft, disasters,etc ( Require Approval DA No. )
5 - Declass to Supplles: Losses due to declass to supplies ( Value beiow $1,000)
6 - Accounting Adj - Losses: removal due to duplicate posting & other posting errors
( Require dupiicate item’s Malnt. Control No. ).

L

Quarterly Inventory Update Process Part 2 7




Disposal Application — Source Documents - AGS Form 17A

STATE OF HAWAII
HAWAII STATE PUBLIC LIBRARY SYSTEM

Junes, 2003 DISPOSAL APPROVED
Dais: June 16, 2003

fer e Admintorude, Biake Procarurnant Ofica

Appication No. 12343
Date: Jung 12, 2003

To: Mr. Aaron S. Fujoka, Administrator
State Procurement Office

Subject: DISPOSAL OF STATE PROPERTY

Application is hereby made for the di: | of g 1t property under my custody
and control. Pursuant to Chapter 3-130, HAR, | do solemnly swear and affirm the
accuracy of this application.
1. Robert Swith

Robert Smith, Supendsor, Ph. 595-6576

Administrative Office

Location of Property: 1250 Punchbowl Street, Honolulu, Hi. 96789 Rm 107

2. Description of the Property: ORG CODE: 30-301
[NDEBQ LOC MCN  CLASS QIY DESCRIPTION

a 1 4 001 2000230 323¢ 1 Bookcase 2 adj sh 38x17x36
b. 1 4 001 2000280 3205 1 CopyMachine Xerox 24852

Y COST DECAL
85 1,25270 £0000850
92 __ 4,750.35 E0000825
6,003.05
3. Present condition and estimated vaiue of the property;
a. Bookcase is termite eaten and beyond repair - no value.
b. Copy machine is broken and repair cost is beyond economical repair - no value.

4. Reason for wishing o delete or dispose of the property;
The bookcase and copy machine are "beyond economical repair”.

S. What is the proposed method of disposal?
The bookcase and copy machine will be sent to the county landfill.

Quarterly Inventory Update Process Part 2

Disposal application approved in
previous fiscal year.

Ensure Certificate of Disposal
AGS Form 34 is completed and
sent to Inventory Management
Office.

Removal transaction on your AGS
Form 17A should have the new
maintenance control number
assigned to the item.

8

ORG CODE DESCRIPTION OF PROPERTY Uiy Y civard Y e

H H : START WITH A NOUN INCLUDE IF APPLICABLE 3 [t At Oatne. 5 [Pruiw Aqtoms

clel, . E E we | wwe | omee farv MAKE / MODEL / SERIAL NUMBER ) AP . DECAL

: E ; \ll II, : ’ 3 NUMBER Limited k S 1P| 3 fussuing agoore (Y T—
FontSize 11 or12 vol |+ v

L Use your current printout to fiil-in the fields.

X = REMOVAL TRANSACTIONS Use the Maint Control No. that identifies the record
Disposal

X 1|3 | 001 [3000040| 3239 | 1 | BOOKCASE BEIGE 2 ADJ SHELVES DA12343 |85 1 1,252.70 |Ecoocsso

Dlsposal Code 1 - Physical Dis,

i s m Y e s Sl

DESCRIPTION Removal Trans ( Op COde “X “) must have the justification after the description: :

Disposal Application 12343

Abbreviate or delete words In the existing description to adhere to the 39 spaces.

- DISPOSAL CODE (Col 84) Explams the reason the |tem is bemg removed

'|CODE - DESCRIPTION

{ 1 - Physical Disposal by Trade-in, Sale, Donation, Discard, & Surplus Prop Office, etc.
( Require Approved Disposal Application No. )
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MDB Report 020 — Records to be Updated

_RUN DATE oaoan3

1,252.70

1 COWUTER SD'F'I'WARE om PA:GE 386/25M

Disposal DA12343

1 COPY MACHINE XEROX 24852
1 COPY MACHINE XEROX M08

PIERY

s xseze

E0000925
E0001000

_30 30 1 1 _5 [} ] 3000420 337 1 COMPUTER SOFTWARE EXCEL2000 o 5
i S e _:_..__Hmnmmcod-s z'ra.s\nsaous ucnaomzt + .-._.szantou.oon - DELETE and
B ' 2728557 = 475035
Quarterly Inventory Update Process Part 2 10
o R ORG CODE P FSCAL | 1 Porstions 1 [opsical Dicpossis
dERBRERL DESCRIPTION OF PROPERTY [ |1 frme : fues  DECAL
¢ c D ol ' : IE’ - START WITH A NOUN 2XCLUDE IF APPLICABLE 3 [Pirioe MdjGalne 3 [y i Adpioens
o E | o s Loc MAINT ITEN [+12 4 MAXE / MODEL / SERAL MURDER } L2|A] ¢ ProCodeClurgs Ooiw 4 [rop Casin Crgo Luwsas.
Dg$v,L°$ms CONTROL | CLASS Ao || s buvtum PR T —
E p v v NUMBER LimRed To 39 Charscters includng Biank Seaces :t: L4 :-—-u-uc— ; hovrumiing AdjLoser
1 2 )]s [ 7 1042 1 023 %2 2.¢7 aa|n 7.1| n&u ; mﬁu "o
4 - Use your current printout to fill-In the flelds.
C = CHANGE TRANSACTION Use the Maint Control No. that Identifies the record
ﬁmcmnmm&m
c[3(30]3|0 1] 14|00t Boooosof 3205 | 1 [COPY MACHINE XEROX M08 WISORTER (00| (8] 5,550,506
g —ZEE e I ] O N e e e e S T 'w§i| b
[item Class Changed from 3300] 2 ; DESCRIPTION Add WI/SORTER ncrease by
B A [ P 5 (R [ .-.r.’.ﬁ,} I‘J:.ra.J.! T BT S : 500.00
AR R e
H47t OP Code “C” - Change the existing record s: FUND, ITEM CLASS, 192 |F DECREASE IN VALUE

T JQUANTITY, DESCRIPTION, FISCAL YEAR, CARRYING VALUE, & DECAL [JF14" “: DISPOSAL Code (Col 83)

=T={NO. One or more of these fields may be changed in a single transaction. [T [ 8 — Price Change Adj-
: Also to change ORG & Locetlon Code Headers. | Decrease

| i mp— o = " - — : & . 2f o g : e
- 18 ACQUISITION Code (Col 71) “C” Transaction - E —
| 116 - Accounting Adj-Gains: Changes to: FUND, ITEM CLASS, DESCRIPTION, : e ..~,:§
j FISCAL YEAR, DECAL NO. e
8- Price Change Adj - Increase in the CARRYING VALUE. G0
w?;%-_.... i —y— —— — ~,L'-f=.;?‘”"7\>(”
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Transactions to assemble two Television sets into one line Controlled - group items

. S i N E— — — I ' — | — - - — -

Use your current printout to flll-In the flelds.
D = DELETE TRANSACTIONS Use the Maint Control No. that identifles the record

Create Group Item & Prop Code Change
| 1D|3(30/3]|0|11]4|0013000100 3317 | 1 [TELEVISION SONY 24IN SN 1342 96 4 450.50Jaooo1ooz]

D|3(30]3|0(1|1]4]001[3000110 3317 | 1 [TELEVISION SONY 24IN SN 1343 97 4| 450.50 [E000097

o (= e e = e e RO T o

121 J DISPOSAL CODE (Col 83)

=] DELETE Trans Codes:

4 - Property Code Change - Losses

6 — Accounting Adj - Losses - error to ORG Code, Maint
Control No., also Assembly or Disassembly of items.

7 - Location Changes- Losses to another location code _

within the ORG Code.

' 11201} OP Code D (Delete) is used to correct a record’s
ORG, PROPERTY, LOCATION Codes, or MAINT
CONTROL NO.

An ADD Transaction must follow correcting the field(s).
Also, used to Delete ORG & Location Code
Headers, No ADD Transaction required.

s T T

Pt

A s BT e e L [0 Ea B e 2O I feog TR RS BRI [T
A = ADD TRANSACTION - To combine the two television sets.
=1 1 T 1 T T
Assign New Maint Control No. l Col 70 = Asterisk: Approximate Year I
| | 1
b
A|3[30]3|0]1]|1{5/001 3003121 3317| 2 [TELEVISION SONY 24IN SN 1342/1343 [97/*|4| 901.00 l
r i R ETEE B No |
ACQ CODE ( Col 71) | cARRYING VALUE (Col || pECAL
4- Property Code 71) COST OF 2 REQUIR
3 Change - Gains TELEVISONS ED
Quarterly Inventory Update Process Part 2 11
STATE OF HAWAI srems AUGUSE 18, 2003
DEPT. OF ACCOUNTING & GENERAL SERVICES
Equipment DETAIL INVENTORY OF PROPERTY September 30,2003  PAGE_1_OF _1
Ciassification of Property AGS FORM 17-A Quarter Ended
ARTMENT ] DIVJ SUB- CUSTOON ARED BY: PURCRASED FRON A ] CARRYING VALUE T | VALUEOF MEM3
4 BRANCH & ISLAND IRAME & PHORE N0 APRN SYNBOL c OF ITEMS ON HAXD 1 REMOVED
HAWAIl STATE PUBLIC a MO ACHINID $ | FROMMVENTORT pacaL
LIBRARY SYSTEM Bob Smith Jane Doe H required by your o ‘wceanve | e ] oummarsca
Admin Offics - Oahu Supervsor e aeniaaton i I ] e
ORG CODE [ FisCAL | 1 Ponstions 1 Physical Disposais
° r R DESCRIPTION OF PROPERTY | YEAR 2 Frnstersin 2 [rnsters-Out
.k THI ™ weu | am oot Colal ) [ s i Pt
:::n7|"!cons CONTROL cLass ! Anr:h-;n— :D:nlbum
HE VU HKEEE woBER Linked To 29 Characters Inclcng Blank Speces 81| 7] 6 hcoounng Adpgains ¢ Iosountng AdbLosses
T v Y FootSize 110712 TG 7 Location Change-Gaina 7 Jocation Chgelossas
3 Prcachogagtinercs | 8 broachy Aoncr s
Purchases
' 1Al3]30]3[0f1]1{4]001{ 3000061 | 3375 | 1 JCOMPUTER IBM PC350 #123 WMON/KB 03] |5 2,221.44 E0001101
Transfer-out
X|3]30[{3|0]1{1]|3]001| 3000030 | 3110 | 1 {VEHICLE OLDS IG3AJ85MOR6398329 TD04-1 94 2| 1383300 SH6927
Disposal
X[{3]30{3]|0]1]|1]4]001]| 3000040 | 3239 1 BOOKCASE BEIGE 2 ADJ SHELVES DA12343 85 1] 1,252.70 E0000850
Change ltem Class, Description, & Value Increase
C|3{30|3|o0}1{1]|4]001| 3000090 | 3205 | 1 [COPY MACHINE XEROX M08 W/SORTER 00| |8] 5,550.50 £0001000
Create Group Item & Prop Code Change
D{3/30§3/0]1|1]4]001]| 3000100 | 3317 | 1 [TELEVISION SONY 24IN SN 1342 9 4 450.50 E0001002
Df3|30{3|0]1}1}4]001]| 3000110 | 3317 | 1 [TELEVISION SONY 24IN SN 1343 97 4 450,50 E0000970
A|3(30[{3|0}1{1]|5]/001| 3000121 | 3317 | 2 [TELEVISION SONY 24IN SN 1342/1343 97|*|4 901,
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MDB Report 012, Inventory Transaction Register
Instructions

This printout results from the submission of the AGS Form 17A.
1. Itlist all transactions submitted on the AGS Form 17-A;
2. Rejected transactions will appear with an Error Code in the last column;

3. Itserves as the formal transaction register for audit purposes.

Special Instructions:
Upon receipt the inventory person are to do the following:

1. Identify posting errors and computer rejected transactions by comparing
the transactions submitted on the AGS Form 17A against those on this
printout;

2. Submit an AGS Form 17A with the transactions correcting the errors.

Quarterly Inventory Update Process Part 2 12

Error Codes and Descriptions — MDB Report 012

Rejected transaction will appear with an error code in the last column, this indicate
that it was not processed. Resubmit the corrected transaction.

Error Codes and Description
DB001  Add transaction (A) with duplicated maintenance control number.

DB003 Change transaction (C) with no matching record. Wrong record,
organization, property or location code or maint. control no.

DB004 Removal transaction (X) with no matching record. Similar to DB003.
DB005 Delete transaction (D) with no matching record. Similar to DB003.
DB006 Invalid or blank property code.

DB007 Invalid or blank operation code.

DB008 Invalid or blank record code or duplication of maint. control no.
DB009 Blank maintenance control number.

DB010 Invalid header transaction (record code 1) with info in wrong fields.
DB016 Missing quantity, fiscal year or carrying value.

DB017 Removal transaction (X) with invalid disposal code or value removed.
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_D_O_MDB Report 012 — AGS 17A S_UD_IIIQLBQ_&LL

ST»\'I'E OF HAWAI

ACQUIRED

. ERROR

[Coll.mm are similar to your AGS Form 17A|  |Except for the | Acquired Code || Cost|Disposal Code|Error

c.D.&mehaiom.énmmmemuﬁrlmm mﬁnm;nmu' ) 1:_1‘333.35E B
record that the transaction is Changing, Deleti

DIFFERENCE E L A

or Removing. | .

BOOKCASE BEIGE 2 ADJ SH DA12340

TELEVISION SONY 241N SN 1343

_ CONTROL TOTAL oo
- e

01 1 5 001 3000131 3223 *a 901.00
hicd

T901,00

B33.38: 2 SHeszr

85 125270 1 E0000850
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TmnSacﬂons' to correct first quarter error code and posting errors.

AGS Form 17A to Correct Errors

- STATE OF HAWAIl vasrrpend_(Qcfoher 28,2003
s DEPT. OF ACCOUNTIRG & GENERAL BERVICES
et L Equipment DETAIL INVENTORY OF PROPERTY December 31, 2003
S - s Tme Cumsificatian of Proparty AGS FORM 174 (REV 495} Excals? ‘Guarier Ended page 1 ofF 1
D veiary
HAWAIl STATEFUBLIC | Bob Smith ™ jane Doé g' — | e e —
LIBRARY SYSTEM requ your € T v DU AL
Admin Office - Oahu Supervisor §36-0356 . organization o et f LT NUMBER
o] e : DESCRIPTION OF PROPERTY [l et N el
i vl START WITH A NOUN INCLUDE F APPLICABLE L e Lo ] 5 [Py AL omnme
AR RHEH R - = -y MAXE / MODEL | SERIAL NUMBER ) [ B ‘
; : E BRI K B picson ] - Limited To 38 Characters Inclidng Biank Speces il B B et R .
0 00 O T LEa M?:Wﬂ 17T - W""'ﬂ:
Transfer -out |Resubmit the Transaction
X|3]3d 3)0f1] 1] 3) 0013000030 3110 | 1 |VEHICLE OLDS IGA3AJSRMSR6398329 TD04-01 | 94 2| 13,833.00) SHeg27
Correct Cost
18t Qtr Deleted in Error [Add]
A13130 3{0[1]1] 4/ 001{ 3000051} 3239 | 1 |BOOKCASE BEIGE 6 ADS SH 36X17X78 98 6 1,05028 E0000921
|New MCN |ACQ CD 6 - Accounting Adj-Gains|
18t Qtr Prop Code Chg - Error - Not Deleted |Resubmit the Transaction
D|3 {30 3/ 0f1) 1) 4] 0013000110} 3223 | 1 |TELEVISION SONY 24IN SN 1342 96 4| 45050 |EC000970}
Correct MCN
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Summary

» Submit your AGS Form 17-A anytime during the quarter.
» Add transactions require assignment of maint. control no.

» Delete, Removal & Change transactions require the used of
the maint. control no. that identifies the line item.

» Maint. control no. changes every fiscal year.

» Delete transaction is followed by an Add transaction, except
deleting of Headers.

» Removal transactions require justification in the description
column, e.g.: Disposal Application No., Transfer Document
No.(attach copy), & duplicated item Maint. Control No.

» Error Codes on the MDB Report 012, Transaction Register
means the computer rejected the transaction. Resubmit the
original transaction.
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Where to Get More Information

> Inventory System User Manual
» Call your department inventory person
» Inventory Management Office
Phone (808) 586-0574
e-mail: ron.omura@ hawaii.gov
http://hawaii.gov/spo
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